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PO230 Creating and Managing Requisitions in Purchasing

Course Overview

In GEARS, requisitions are entered in the eProcurement and the Purchasing modules. The AOC
Procurement and Contractor Administration Office (AOC Procurement) enters and manages
requisitions using the Purchasing module.

Prior to the creation of a requisition, you can view the available funds in the budget you plan to
use on your requisition to ensure that there are sufficient funds available to commit to a purchase.

The PO230 Creating and Managing Requisitions in Purchasing addresses entering, updating and
inquiring on requisitions entered in Purchasing for goods and services and is intended for AOC
Procurement Buyers.

Course Outline

The following lessons provide step-by-step instructions on entering, updating, and inquiring on
commitments in GEARS and understanding the concepts associated with purchasing goods and
services for the Judiciary.

Course Audiences and Prerequisites

Lesson 1: Creating Requisitions in Purchasing
Lesson 2: Managing Requisitions

Lesson 3: Inquiring on Requisition Information
Course Summary

Course Audience and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

e AOC Procurement and Contract Admin

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

e Procurement Buyer

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e PO100 Understanding GEARS Procurement Processes
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Understanding the Requisition Document Structure
In GEARS, there are four levels in the transactional hierarchy of a requisition:

Header
Line
Schedule
Distribution

The four levels in the hierarchy contain the important information that defines the transaction
(i.e., who, what, when, where, and how much). Purchase orders use the same hierarchy.

After completing this section, you will be familiar with the sections of a requisition and be able to
identify where the following information is located on a requisition:

o the requisition vendor, amount, status and other identifying information

e line information (for what you are reserving funds)

o the funding source(s) of a requisition (i.e., the PCA, Account (sub-object) and other
Chartfield accounting distribution to be used to record the transaction in the budget and
general ledger)

The example below illustrates the transaction hierarchy. In this example, there is one header, two
lines, two schedules and three distributions for the transaction.

The GEARS system allows a single line on a requisition to be associated with more than one
scheduled delivery. This functionality is unlikely to be used on a frequent basis at the Judiciary
but it is important to understand how it works. In a similar manner, the charges on a single line
on a requisition can be shared across several distributions. For example, two departments who
plan to share a printer could each absorb half of the purchase cost of the printer.

Multiple schedules and multiple distributions can be very useful under the right set of
circumstances but these features may not be used very frequently at the Judiciary.

Hoader
Line 1 Line 2
Schedule 1 Schedule 1
Distribution Distribution Distribution
1 2 1
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Header

Headers contain high-level information about the transaction. This information applies to the
entire transaction and is “inherited” by the attached line(s), schedule(s), and distribution(s).
Below are other attributes of the header of a transaction:

e There is only one header per transaction
e For commitments, header information includes the:
- Requester: user requesting the good or service
- Req Date: date requisition created
- Req ID: number assigned to the requisition
- Accounting Date: date recorded in the GEARS General Ledger for the transaction
- Status: status of the requisition (e.g., open, approved, canceled, completed)

Line

For requisitions, line-level information includes the goods or services being requested, how many
goods or services are being requested, how much the good or service costs, what the calculated
dollar amount of the goods or services is (based on the selected unit of measure).

Below are other attributes of the line of a transaction:

o Headers may have one or more lines. In the illustration above, there are two lines. A
transaction could potentially have an unlimited number of lines.

e There must be at least one line per header

e The line contains item or service level information about the header

e Aline can be an "amount only" if it will be invoiced by amount rather than by quantity.
Lines for services or flat amounts are generally "amount only" lines. Exceptions may
include services that are billed by the hour, day, week, etc.

The line contains the following major fields:

Item ID: Item ID assigned to a good/service

Description: Description of the good or service

Unit of Measure (UOM): used to quantify or track resources (e.g., EA — Each)
Quantity: quantity to be obligated; lines for services or flat amounts will have a quantity
of "1".

Price: unit price or cost of a service

o Category: type of good or service

o Status: status of the requisition line (e.g., open, approved, canceled)

Schedule

In GEARS, schedule-level information identifies the due date of a purchase and the Judiciary
shipping location or location where a service will be performed. Each line must have a
corresponding Schedule. The line must have a minimum of one schedule. The illustration above
shows only one schedule per line.

The GEARS System allows a single PO line to have multiple delivery schedules. For example, a
PO line for 10 each could have 5 each scheduled for delivery on 12-1-2013 and 5 each scheduled
for delivery on 1-1-2014. This functionality may not be used often at AOC.

Page 3



Training Guide A *GEARS
P0O230 Q General Enterprise And Resource Support

The schedule contains the following major fields:

e Due Date: Item ID assigned in the Item Master associated with a good/service
e Ship To: The value used to indicate where goods are to be shipped or where a service
will be received

Distribution

The distribution of a transaction contains accounting (funding source) information about the line
and schedule. The distribution is where Chartfield information defines how the cost of the
purchase will be expensed, whether the expense is done by quantity or amount, and what percent
of the quantity or amount to expense. Other attributes of the distribution are:

e Addistribution can be split by amount or quantity. In the illustration above, Line 1 on the
transaction has two distributions.

The fields on the distribution include:

o Distribute by: quantity or amount, the methods to allocate the expense. NOTE:
Requisitions for services or flat costs are generally distributed by "Amount."

e Percent: percentage of either the quantity or amount to be distributed or allocated to a
funding source entered (depending on the "Distribute by" method selected)

o Chartfield: accounting codes used to identify the funding source for the transaction

o Entry Event: codes used to define the accounting entries for the transaction

e Status: status of the distribution line (e.g., open, canceled, closed)

Lesson 1: Creating Requisitions in Purchasing

Lesson Overview
A requisition is required when a good or service is to be acquired from a vendor. Requisitions are
entered by AOC Procurement using the Purchasing module.

Lesson Objectives
After completing this lesson, you will be able to:

o Verify funds availability in Commitment Control
o Create a requisition for a catalog item
e Use default options on a requisition

1.1 Verifying Funds Availability
You may need to investigate a budget error or view available funds for a specific budget. You

can use the Budget Detail inquiry pages to view the details of a specific budget. NOTE: Only
authorized users can view the Budget Detail inquiry page.
After completing this topic, you will be able to:

o search for a specific budget using the Budget Details search page
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Procedure

In this topic, you will learn how to use the Budget Detail inquiry pages to perform a funds

availability check.

GEARS

General Enterprise And Resource Support

view available funds for a specific account (sub-object class)

Training Guide

PO230

Step

Action

Scroll down to the Commitment Control link.

Click the Commitment Control link.

[l Commitment Control|

Click the Review Budget Activities link.

|R=e\riew Budget Activities

Click the Budget Details link.

Budget Details

ORACLE

Favorites = Main Menu > Commitment Control > Review Budget Activities > Budget Detais

Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

Business Unit:

Ledger Group:
Account:

Department:

Batch Agency:
Program Cost Account:
Fund:

Appropriation Number:
Program Code:
Approp Year:

Affiliate:

Fund Affiliate:

PC Business Unit:
Project:

Activity:

Source Type:

Budget Period:
Statistics Code:

‘Search Clear

= - oo e
—~ [ .
beginswith ~[ Q
beginswith ~[  Q
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[  Q
begins with ~ ’70\
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[  Q
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[  Q
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[  Q
begins with ~ ’70\

Basic Search [E] Save Search Criteria

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

& New Window 7 Help . hip

Step

Action

The Budget Details - Find an Existing Value page displays.

Use this page to enter criteria and search for the budget you want to view.
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Step Action

6. Make sure that the Business Unit field has "MDJUD". If it does not, enter it in the
field.

Click the Look up Ledger Group button.

Look Up Ledger Group

SetiD: SHARE
Ledger Group: begins with ~ |

LookUp | Clear || Cancel |gasiclookup
Search Results
r
rou

%ﬂ Description

ETAIL Detail Ledger Group
OPER DTL Operating Detail Ledger Group e
OPER SUM Operating Summary Ledger Group Expense
PROGRAM  Program Ledger Group Expense
PROJ GRNT ProjectiGrant Ledger Group Expense

Step Action

7. The Look Up Ledger Group page displays.

Use this page to search for the desired ledger group.

8. Click the OPER_DTL link.
9. Enter the applicable Chartfields for the budget you want to view.

For example, enter the Batch Agency, Account (sub-object), Program Cost
Account, and Fund.

10. Click the Search button.
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Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Detais

FNewWindow ? Help [ Personalize Page B hitp

Commitment Control Budget Details

B ~ Batch Approp _
Business Unit  Ledger Group Agy PCA Fund Account  Program Humber Approp Yr  Budget Period
MDJUD OPER_DTL €25 60081 0001 0401 8006 A0006 AY2013 2013
[ Display Chart [i]
Ledger Amounts
100
Budget: 5,000.00USD @ <l Max Rows:
Afiibutes
Expense: 0.00USD @ < Parent/ Children
Associated Budgets
Encumbrance: 0.00USD @ <A g
Pre-Encumbrance: 0.00USD @ k]
Associate Revenue: 000 USD
Available Budget
Without Tolerance: 5000008  USD Percent: (100%) 5 Forecasts
With Tolerance: 5000002  usSD Percent: (100%) &
Budget Exceptions
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions

Step Action

11. The Commitment Control Budget Details page displays for the budget specified.

The available balance to spend displays in the Available Budget section at the
bottom of the page.

12. You have successfully completed the Verifying Funds Availability topic.

You have learned to:

- Use the Budget Details search page to find a budget
- View the available funds for a budget

End of Procedure.

1.2 Creating Requisition for a Catalog Item
After completing this topic, you will be able to:

o Create a requisition from catalog with multiple lines
Procedure

In this topic, you will create a requisition using an Item catalog.
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Step Action

1. Navigate to the Requisitions page.

Click the Purchasing link.
[ Purchasing

2. Click the Requisitions link.
| Requisitions |
3. Click the Add/Update Requisitions link.

Eddmgd ate Requisitions

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > Purchasng > Requistions > Add/Update Requistions
ENew Window B hitp

Requisitions

( Find an Existina Value ) [CCELCACTCI

Business Unit: jADJUD @
Redquisition ID: [NEXT

Add

Find an Existing Value | Add a New Value

Step Action

4, The Requisitions search page displays.

Verify that the Business Unit and Requisition ID fields are populated correctly.

Click the Add button.
Add
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Purchasng > Requisitions > Add/Update Requisiions

FNew Window [ Personalize Page B, hitp

Requisition

Business Unit MDJUD Status: Open &
Requisition 1D: NEXT Budget Status: Not Chkd ==
Requisition Name: Copy From Hold From Further Processing
“Requester: Q, Sitar, Tammy Requisition Defautts
Add Comments

E 01114/2013 Requester Info

Requisition Date: B Requisition Actvities

Origin: OnL QOnline Add Request Document

“Currency Cote: Dollr ‘Amount Summary

Accounting Date: 11142012 o]
Add Items From

Total Amount: 0.00 UsSD

Purchasing Kit Catalog
ltem Search Reguester tems

S
Personaiize | Find | view 2| B | 3 Fiest BT g

@ Ship ToDue Date || Status | Vendor Information | kem information | Afirbutes | Contract || Sourcing Controls

Merchandise

Line Item Description Quantity *uom Category Price AmoLnt Status
1R Q| 3 [0.0000 [l Q 0 0.000pen QOlm@m =
View Printable Version Go to: More -
|@ save | [0 Notity | s Refresh | BTN
4 . »

Training Guide

PO230

Step

Action

The Requisition - Maintain Requisitions page displays.

Enter a valid value e.g. "PTP.2.1.3" into the Requisition Name field.

Enter the desired information into the Requester field. Enter a valid
value e.g. "tammy.sitar".

Click the Catalog link.
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Home | Workist | MutiChannelConsole | Addto Favortes | Sign out

Favorites ~ Main Menu > Purchasng » Requistions > Add/Update Requisitions
FNew Window [ Personalize Page B} hitp

Order By Catalog
Search Criteria
Catalog: Q DISTRICT COURT ITEMS
Category: Q District Court Category
Item Search Options: ListAll

Retrieve ltems llemSearch;

District Court Category Item

1 First K g or 1 O Last

Description

Item Details ltem Vendor lias Line Page I Order

javascriptpAction_ wind(document.wind, TTM_CAT_MC_WRK_CATEGORY_C... | m

Step Action

The Order by Catalog page displays.

Enter the desired information into the Catalog field. Enter a valid
value e.g. "DISTRICT_COURT".

Enter the desired information into the Category field. Enter a valid
value e.g. "DISTRICT_COURT".

Click the Retrieve Items button.
Retrieve ltems

10.
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ORrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Purchasng » Requistions > Add/Update Requisitions

S New Window [ Personalize Page B} hitp
Order By Catalog

Training Guide

PO230

Search Criteria
Catalog: DISTRICT_COURT Q DISTRICT COURT ITEMS
Category: DISTRICT_COURT Q District Court Category
Item Search Options: List Al L
...... Refrieve flems 1 dtem:Search
EE BB g5100010
Personaize | Find | view A1 [ B | # Fist I 15 0r 10 O Lost
District Court Category Sel ltem Qty Ordered gfmn o uom Description
Measure
[F] 680-93DRUG0D . Q Each Drug Testing, Urinalysis, inst
[ 915-75CELLO1 e Q Each  Telecom, Cellular Devices, Mon
[ oi7ooLeaseor [ [EA | Q Each REAL PROPERTY RENTAL OR LEASE
[ oisooconsuitor [ [EA | Q Each CONSULTING SERVICES
[ ost-tscatER01 | | [EA | Q Each Concessions, Catering, Vending
Itern Details Item Vendor Alias Line Page Order
n »
Step Action

11.

Click the View All link.

12.

Enter the desired information into the Qty Ordered field. Enter a valid
value e.g. "2".

13.

Enter the desired information into the Qty Ordered field. Enter a valid
value e.g. "4".

14.

Verify that the Sel Checkbox is checked for both items.

Click the Order button to order the line items you have selected.
| Order
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ORrRACLE
Home | Workist | WufiChannel Console | Addto Favortes |  Sign out
Favorites = Main Menu > Purchasng » Requistions > Add/Update Requisitions
Maintain Requisitions
Requisition
Business Unit: MDJUD Status: Open &
Requisition ID: NEXT Budget Status: Mot Chkd Log=)
Requisition Name: FTP.213 Copy From [T] Hold From Further Processing
~ Header
*Requester: tammy sitar Q sitar, Tammy Requisition Defaults
Add Comments
+*Requi . 01/1412013 Requester Info
Requisition Date: @ Requisition Activities
Origin: ONL QOnline Add Request Document
“carrency Code: i ol Lamount summary ——
. 01/1412013
Accounting Date: 2] Total Amount: 414400 USD

Purchasing Kit £aEiog
ltem Search Requester ltems

personaize | Fina | view Al | B | i Frst

Ship To/Due Date | Status || Vendor Information | fem Information ~ Aftributes || Contract || Sourcing Controls

Merchandise

Line item Description Quantity ~ “UOM  Category Price Aot Status
1/ [oc @ [Stamps, Rubber 6 20000 [EA @ misceLLANEOUS [ 72.00000 144.00 Open [@]]=:] E
2@ [oc2 @ [Fax SharpFO2081 2 2, [4.0000 [EA @ EquIPMENT 1,000.000¢ 4,000.00 Open (o] E
View Printable Version ~Go ta: _More... -
B save [Z] Hotify % Refresh Ex Add
< m I3

Step Action

15. The Requisition page displays.

Click the Ship To/Due Date tab.
| ship To/mue Date |

16. Enter the desired information into the Due Date field. Enter a valid
value e.g. "2/28/2013".

17. Enter the desired information into the Due Date field. Enter a valid
value e.g. "2/28/2013".

The date entered should be in the future.

18. Enter the desired information into the Ship To field. Enter a valid value e.g. "02" for
line 1 (if not already defaulted).

19. Enter the desired information into the Ship To field. Enter a valid value e.g. "02" for
line 2 (if not already defaulted).

20. Click the Vendor Information tab.

| Vendor Information |

21. Enter the desired information into the Vendor field. Enter a valid
value e.g. "0000000009", (Staples) for line 2.

22. Click the Save button.
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ORACLE
Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites  Main Menu > Purchasing » Requsitons > Add/Update Requstions
[ |
Maintain Requisitions [
Requisition
Business Unit: MDJUD Status: Open E x
Requisition ID: 0000000102 Budget Status:  NotChkd Loy =
Requisition Name: FTP213 [T] Hold From Further Processing
~ Header
*Requester: tammy.sitar @ Sitar, Tammy Requisition Defaults
+Requisition Date: 0171472013 [ Requester Info %\«mes
Origin: ONL Q0niing Add Request Document
“Currency Code: Dliar stk
.
Accounting Date: ouE0tE & Total Amount: 414400 USD
Purchasing Kit Catalog
ltem Search Requester ltems
personaize | Fing | view A1 | BV | # rrst K 42012 I ot
Detais ' Ship To/Due Date ' Status | (SIS EUA * fem Information ~  Attributes | Contract ' Sourcing Controls
Line Item Description Vendor Vendor Name Location
1 B e Q. [stamps, Rubber |o000000009 @ STAPLES 1 Q =
2 [ |pc2 Q [Fax ShapFO2081 221 (00000000093, STAPLES 1 Q Bl [=]
View Printable Version “Goto: More -
[E save [=] wotify L Refresh E¥ Add Update/Dispiay
Step Action
23. You have successfully completed the Creating Requisition for a Catalog Item -
multiple line items topic.
You have learned how to:
- Enter a requisition for multiple line items.
End of Procedure.

1.3 Applying Requisitions Defaults to a Requisition

In GEARS, you can enter line, schedule, and distribution (accounting) information on multiple
lines of a requisition at one time when the same information is needed on each line. For example,
if you needed to use the same PCA and Account for all lines on a requisition, you only have to
enter it once.

Defaults for the requisition line, schedule, and distribution (accounting) are entered on the
Requisition Defaults page. NOTE: You must enter at least one line on the requisition before
applying defaults.
After completing this topic, you will be able to:

e Use the requisition Defaults page to apply requisition defaults to a requisition

Procedure

In this topic, you will apply requisition defaults to a requisition.
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Step Action

1. Navigate to the Requisitions page.
Click the Purchasing link.
2. Click the Requisitions link.
3. Click the Add/Update Requisitions link.

Eddmgd ate Requisitions

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites  Main Menu > Purchasng > Requistions » AddUpdate Requisitions
EMew Window B hitp

Requisitions

Find an Existing Value [l

Business Unit: MDJUD Q
Requisition ID: |[NEXT

Step Action

4, The Requisitions search page displays.

Verify that the Business Unit field displays "MDJUD" and the Requisition ID field
displays "NEXT".

5. Click the Add button.
Add

Page 14



Training Guide
GEARS PO230

General Enterprise And Resource Support

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites  Main Menu > Purchasng > Requistions » AddjUpdate Requisitions
FNew Window [ Personalize Page &, hitp

Requisition
Business Unit: MDJUD Status: Open [Cg
Requisition 1D: NEXT Budget Status: Not Chkd ==

Requisition Hame: C  cowmom Hald From Further Processing
Add Comments
E it . 011572013 Reauester Info
Requisition Date: B Requisition Activities
Origin: fone — @onine Add Request Document
*Currency Code: uso Dollar Amount Summary
Accounting Date: 017152013 &

Add Items From

Total Amount: 0.00 UsD

Purchasing Kit Catalog
ltem Search Reguester tems

[

Line Personaiize | Find |
e e et Shti " Vendor piormeso— L G, e e

CE N Ship To/ue Date || Status || Vendor information | fem information | Attributes | Contract [ Sourcing Controls =¥
Merchandise:

Line Item Description Quantity ~ *UOM  Category Price. Amount Status.

1B 3 Bloooe [l [ Ja [ 9 0.00/0pen Ol

“Goto: More -

Step Action

6. The Requisition page displays.

Enter the desired information into the Requisition Name field, if desired.

7. Click the Look up Requester (Alt+5) button.

Look Up Requester

begins with ~ |

|- tookup || crear | Cancel |zasic Lociu
Search Results

100 First [4] 16of6 [3] Last

Mame
iamesrobes Roberts, James |
matt mecaskey McCaskey, Matt |
tammysitar __|Sitar, Tammy |
vishuvedula \Vedula Vishu |
wayne wright _|Wright, Wayne |
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Step Action

8. The Look Up Requester page displays.

Click an appropriate requester link.

ammy.sita

9. Enter the desired information into the Item field.

10. Enter the line quantity into the Quantity field.

11. NOTE: If the Description, UOM and Category fields are not already populated,
they will be populated when you click the Save button.

Click the_ Save button.

12. Once you have entered information for one line, you can apply defaults for the
requisition.

Click the Requisition Defaults link.

|Reguisitinn Defaults

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > Purchasing > Requisitions > Add/Update Requisitions

FNew Window [ Personalize Page [Ehttp *|

Requisition Defaults

Business Unit: MDJUD Requisition Date: 01/15/2013
Requisition ID: 0000000104 Status: Open
Default Options

© Sefaiiit If you select this option, the defaut values entered on this page are treated as part of the defaulting logic and are
ot only applied if no other default values are found for each field. If default values already exist in the hierarchy, they
are used, and the values on this page are not used

© Override Ifyou select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy, only non-blank values are assigned

|

Buyer: e Unit of Measure: [ e

Vendor: Q Vendor Location: a H
Category: Q Vendor Lookup

B e

Ship To: [02 @ CIRCUIT COURTIANNE ARUNDEL  =pistribute By: Quantty v

Due Date: [ m

Ultimate Use Code: [ e

Attention To: One Time Address

Distribution

SpeedChart: [

Distributions

LUCER  Asset information
Batch
A

Dist Percent  GL Unit PCA Fund  Account |Program  “PP™P  apcconyr Dept BELTE

Humber Unit

ay
1 100.0000) [MDJUIG, [c25/@, [60183cy [ooo1@, (0301 (@ [B006 @ [A000BQ, [Av2013Q Q aQ Q

Project Activity

Step Action

13. The Requisition Defaults page displays.

Use the Requisition Defaults to enter line, schedule, or distribution values that will
be applied to the requisition.
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Step Action

14. In the Default Options section, use the Override option to override the default
values entered in a field for the entries that you make on this page.

Overrides only apply to the fields entered, i.e., only non-blank values are assigned
on the requisition.

Click the Override option.

Override

15. Enter line, schedule or distribution default values to apply to the requisition.
16. Click the OK button when you are finished.
17. The Retrofit field changes page displays.

Values entered on the Requisition Defaults page are listed in the Retrofit Field
Selection section.

Review and confirm the values.

18. Click the Mark All link to select all values you nat to apply to the requisition.

19. The "Apply" check box is marked for all rows/values.

Click the OK button.

20. The Requisitions page displays.
Review line/schedule/distribution updates to verify that the defaults were applied, if
desired.
21. Click the Save button to save updates.
22. Click the Approve button.
23. The system changes the Status to "Approved".
Click the Budget Check button.
]
24. The Budget Status now "Valid",
25. You have successfully completed the Applying Requisitions Defaults to a

Requisition topic.

You have learned how to:
- Apply defaults to a requisition
End of Procedure.
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Lesson 2: Canceling Requisitions

Lesson Overview

There may be a need to cancel a requisition in ICFS. Once a requisition has been canceled, you
can use the budget checking process to remove any pre-encumbered funds from the budget. This
action releases the reserved funds so they can be used for other requests.

Considerations

o Ifarequisition is sourced to an obligation, you must cancel the obligation before
canceling the requisition.

o If a budget status of "Valid" exists on a requisition prior to cancellation, you must budget
check the requisition to return committed funds to the funding source.

o If arequisition is canceled in error, you should create a new requisition.

e A cancelled requisition cannot be updated. It can be viewed from the Requisition
inquiry pages after cancellation.

Lesson Objectives
After completing this lesson, you will be able to:

e Cancel a requisition from the Requisition entry page
e Return funds to the funding source used on the cancelled requisition when necessary

2.1 Canceling an Unsourced and Unapproved Requisition
After the completing this topic, you will be able to:

e Cancel a requisition that has not been approved or budget checked
Procedure

In this topic, you will cancel an unsourced, unapproved requisition.

Step Action

1. Navigate to the Requisitions page.
Click the Purchasing link.
2. Click the Requisitions link.
Reguisitions
3. Click the Add/Update Requisitions link.

]gddegd ate Requisitions
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Step Action

4, The Requisitions search page displays.

Click the Find an Existing Value link.
[Find an Existing Value]

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Purchasing > Requistions > Add/Update Requisitions

ENew Window B hitp
Requisitions
Use the following search to look for an existing Requisition

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: =~ Moo e
Requisition ID: veginswitn ~ | |
Requisition Name: contains v [ |
Requisition Status: = - -
Origin: begins with « ]70\
Requester: begins with « ]70\
Requester Name: beginswith ~[ @

Hold From Further Processing [}

[ case Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

5. The Requisitions - Find an Existing Value page displays.
You will need to search for a requisition that has already been created.

Enter a valid value e.g. "ptp" into the Requisition Name field.

6. Click the Search button.
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WutiChannel Console Sign out

Favorites - Main Menu > Purchasng » Requistions > Add/Update Requisitions
ENew Window B http |

Requisitions

Use the following search to look for an existing Requisition.

[FUGELTSTEGMAETSN  Add a New Value

Search Crits

Business Unit: =~ WO\
Requisition ID: begins with = |

Requisition Name: contains  ~ [ptp

Requisition Status: = - -
Origin: begins with = | Q
Requester: begins with = | Q
Requester Name: begins with ~ | Q

Hold From Further Processing

Case Sensitive

Search || Clear |gasicsearch [E] Save Search Criteria

sel S )

View All First [§] 11001 10 [5] Last
Business Unit isition 1D isition Hame: ition Status Origin Requester Requester Name Hold From Further Processing
WDIUG 0000000095 PTP 111 Approved ONL ftammysitar [Sitar Tammy N

MDIUD 0000000098 FTP 113 Approved ONL fammysttar [Sitar Tammy N

MDJUD OPEN REQ PTP121 Open ONL wawnewright Wright Wayne N

MDJUD BUD CHK PTP122 Approved ONL |wawne wright [Wright Wayne N

MDJUD 0000000102 FTP213 Open ONL fammysitar [Sitar Tammy N

MDJUD 0000000094 FTE221 Open ONL |wawne wright Wright Wayne N

MDJUD 0000000082 TP 111RETESTOR Approved ONL  matt mecaskey lcCaskey latt N

MDJUD 0000000083 |FTP 112RETESTDR Approved ONL matt mecaskey licCaskey latt N

UDJUD 0000000084 |PTP113RETESTDR Approved ONL matt mecaskey McCaskey, Matt N

UDJUD 0000000085 | FTF 114RETESTDR Open ONL |matt mecaskey McCaskey, Matt N

Step Action

7. Click the appropriate link. In this example, PTP.2.1.3 is selected,
(this is the requisition created previously).

WuliChannel Console Sign out

Favorites - Main Menu > Purchasing > Requisitions > Add/Update Requistions

FNew Window [# Personalize Page [, hitp

hitn

Requisition
Business Unit: MDJUD Status: Open & X
Requisition ID: 0000000102 Budget Status: Not Chid Leg =)

Requisition Hame: PTP.21.3 jold From Further Processing

“Requester: ftammy sitar @ Sitar, Tammy Requisition Defautts
Add Comments
. 011412013 Requester nfo Add Comments
Date: H Reaquisition Activities
Origin: [one Q Cnline Document Status
*Currency Code: Dollar Adg Request Document
Accounting Date: 0114/2013 B Amount Summary
Total Amount: 4,144.00 USD
Add ltems From Select Lines To Display
Purchasing Kit Catalog - -
Line: To: | Retrieve
ltem Search Requester items q q S

Line

200 shp Tomue Date | Staius.

Vendor information | kem Information | Attributes | Contract " Sourcing Controls |
- . B . Merchandise
Item Description Quantity UOM  Category Price | Status
12 [oca @, [Stamps, Rubber 1 |8 20000 [EAl@, miSCELLANEOUS | 72.00000 144.00 Open [@]]=x] 1l
2@ pc2 @ [Fax,shapFo2081 22 £ [4.0000 [EA @ EQUIPMENT 1,000.000¢ 4,000.00 Open [@]]=s] 1
View Printable Version | DeleteRequisition | “Goto: More -

| B save | |/ Retuntosearch  1[] PreviousinList | 4| Nextinlist | [=] Notity | |l Refresh |
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Step Action

8. The Requisitions - Maintain Requisitions page displays.

Verify that the Status of the selected requisition is "Open" and the Budget Status is
"Not Chk'd" before proceeding to cancel it.

9. Click the Cancel (red 'x") icon to cancel the requisition.

Message

Canceling a requisition will commit any changes made and prevent further changes
Continue? (10100,7)

When you mark a requisition as complete or canceled, the system does not allow any
further changes to the requisition. Any changes made, however, will be stored on the
requisition

If you have any more changes to make to this requisition, do not mark it as complete or
canceled atthis time. Make the other changes, then retur to change its status

Coves [ oMo

Step Action

10. Review the message.

Click the Yes button.
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| Workist | WultiChannel Console | Add to Favorites | Sign out

Favorites - Main Menu > Purchasng > Requisitions > Add/Update Requisiions

FNew Window [ Personalize Page B} hitp

=)

Successful Cancellation

Ok

& Save | & Retumto Search | 1E] PreviousinList | 4] Nextinlist | |[=] Notify | |@s Refresh | Add idpdate/Dispiay,

Step

Action

11.

The Successful Cancellation page displays to confirm that the requisition was
cancelled.

Click the Ok button.

Home | Workist | MuliChannel Console Addto Favorites | Sign out

Favorites - Main Menu > Purchasng > Requisitions > Add/Update Requisiions

D New Window B, hitp

Requisitions
Use the following search to look for an existing Requisition.

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: =~ WQ
Requisition ID: begins with ~ (0000000102
Requisition Name: begins with = |
Requisition Status: = - -
Origin: begins with = | Q
Requester: begins with = | Q
Requester Name: begins with ~ | Q
Hold From Further Processing
[Clcase sensitive

Search Clear | Basic Search [F) Save Search Criteria

No matching values were found

Find an Existing Value | Add a New Value
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Step Action

12. You have successfully completed the Canceling an Unsourced and Unapproved
Requisition topic.

You have learned how to:
- Cancel an unsourced, unapproved requisition.
End of Procedure.

2.2 Canceling a Sourced Requisition
After completing this topic, you will be able to:

e Cancel a requisition that does not have an associated purchase order
e Return money to the budget after cancelation

Procedure

In this topic, you will cancel a requisition that was sourced to a PO, cancel the PO, and return
money to the requisition.

ORACLE

Home | Workist | MuttiChannelConsole | AddtoFavortes | Signout
Favnvntes ME\nvMenu
Personalize Content | Layout ? Help
[Menu BE®
search:

®

b My Favorites

[ Data Expansion Tools

[ Employee Self-Service
[ Manager Self-Service

[ Supplier Contracts

I Customers

I Partners

I Products

b Catalog Management

I Promotions

I Customer Contracts

Ib Order Management

I> Pricing Canfiguration

> Customer Returns

b ltems

I Cast Accounting

> Vendors

> Procurement Contracts
Ib Purchasing

I Inventary

> eProcurement

[> Services Procurement

I Sourcing

I Engineering

> Manufacturing Definitions
> Production Control

> Configuration Modeler

> Product Configurations
> Quality

I Inventory Palicy Planning
I> Supply Planning

[> Grants

I> Pragram Management
I Project Costing

I Proposal Management
I> Maintenance Management
I Resource Management
[> Real Estate Management
I Staffing

I; Travel and Fynanaas _
4 "

Step Action

1. Navigate to the Requisitions page.

Click the Purchasing link.
[ Purchasing
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Step Action

2. Click the Add/Update Requisitions link.
dd/Update Reguisition

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > Purchasng > Requisitions > Add/Update Requistions

Enewwindow 7 Help B nttp
Requisitions

Find an Existing Value Add aNew Value

Business Unit: MDJUD &
Requisition ID: [NEXT

Add

Find an Existing Value | Add a New Value

Step Action

3. The Requisitions search page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |
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ORACLE’

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites  Main Menu > Purchasng > Requistions > Add/Update Requistions

Enew window 7 Help B nttp
Requisitions

Use the following search to look for an existing Requisition

Find an Existing Value  J@FELCTRET

|~ Search Criteria

Business Unit: = - oo
Requisition ID: begins with = |
Requisition Name: begins with ~ |
Requisition Status: = - -
Origin: begins with = | Q
Requester: begins with ~ | Q
Requester Name: begins with = | Q
Hold From Further Processing ]
[ case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

PO230

Step

Action

The Find an Existing Value page displays.

Enter the desired information into the Requisition ID field.

This should be the requisition created earlier in this topic, example: "0000000055".

Click the Search button.
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Favorites - Main Menu > Purchasing > Requistions > Add/Update Requisitions

Enewwindow 7 Help [ Personalize Page B nttp

nitn

Requisition
Business Unit: MDJUD Status: Approved A 4
Requisition 1D: 0000000055 Budget Status: Valid

Requisition Name: 0000000055 [ Hold From Further Processing

“Requester: [TAMMY SITAR Sitar, Tammy Reauisition Defautts
Add C t
*Requisition Date: 1211212012 Requester Info Add Comments

Reguisition Acfiviies

Origin: fone ] onine Document Status

Accounting Date: 121212012 Amount Summary
Total Amount: 1,000.00 USD
Pre-Encumbrance Balance: 1000.00 USD
Add items From Select Lines To Display
Purchasing Kit Catalog . .
Line: Tor Retiieve
fom e Requester tems [aml =
Line Personalize | Find | =
@0 snpToDueDate || Status | Vendor informaton | fem information | Afirbutes | Contract | Sourcing Controls
. . N . Merchandise
Line Item Description Quantity ~ "UOM  Category  Price i Status
1‘%‘ CCDCICRO20 '@ [PropetyRecevedas =2 4 [10.0000 | 1,000.00 Approved (@]
View Printable Version Go tor More -
& Retum to Search | (=] Hofify | 4 Refresh
gl . ] v

Step Action

6. The Requisition page displays.

Click the Cancel button.

X

Message

Canceling a requisition will commit any changes made and prevent further changes.
Continue? (10100,7)

When you mark a requisition as complete o canceled, the system does not allow any
further changes to the requisition. Any changes made, however, will be stored on the
requisition

If you have any more changes to make to this requisition, do not mark it as complete or
canceled atthis time. Make the other changes, then return to change its status
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Step Action

7. Click the Yes button.

ORACLE’
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Purchasng » Requistions > Add/Update Requisitions

FNewWindow ? Help [ Personalize Page ) hitp

Change Reascn

Enter a reason code and comment for making changes that are being tracked.

Reason Code: [scoPE Q

Comment: Addition of scope e

[CJuse same Reason Code

oK

Step Action

8. The Change Reason page displays.

Enter a reason code into the reason code box and any explanatory comments that
you want to make into the Comment box.

Click the OK button.
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Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites  Main Menu > Purchasng > Requistions > Add/Update Requistions

o |

Successful Cancellation

The requisition has been canceled, but requires a budget check. Press the budget check button
below to run the budget checking process. Otherwise click OK to continue without budget
checking the Requisition

Budget Check Ok

Budagst Status

[E) save [\ ReturntoSearch [=] Notify L, Refresh Es Add

Step Action

9. The Successful Cancellation page displays.
A successful budget check returns the funds to the available budget.

Click the Budget Check button.
Budget Check

10. You have successfully completed the Canceling a Sourced Requisition topic.

You have learned how to:

- Cancel a requisition after the associated purchase order had been cancelled or
cancelled

- Return pre-encumbered funds to the associated budget using the budget checking
process

End of Procedure.

2.3 Canceling a Requisition Line
After completing this topic, you will be able to:

e Cancel a requisition line that has been budget checked
e Return money to the budget after cancelation

Procedure

In this topic, you will cancel a requisition line that has not been sourced to a purchase order. You
will also return pre-encumbered funds for the requisition line amount back to the associated
budget.
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Step

Action

Navigate to the Requisition page.

Click the Purchasing link.
[ Purchasing

Click the Add/Update Requisitions link.
Iédda'ugate Reguisitions

Favorkes  Man Menu > Purchasng > Requstions > Add/Update Requstions

Find an Bxisting Vaiue ) (FTETCIACTTR)

Business Unit:[MDJUD Q
Requisition 1D: NEXT

Add

Step

Action

The Requisitions search page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |
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ORACLE"
Home | Workist | MuliChannel Console | Add to Favorites | Sign out

Favorkes Man Menu > Purchasng > Requstions > Add/Update Requstions

& Newwindow B, htp
Requisitions.

Use the folowing search o 100k for an existing Requision.

Find an Bxsfing Value @ EL\UAGITEY

Business Unit: = - [MDJUD Q
Requisiton ID: begins vilh ~

Requisition Name: begins vilh ~

Requisition Status: - . -
origin: begnsvin <[ &
Requester: begins vith ~ Q
Requester Name: begnswin <[ @

Hold From Further Processing
[Icase sensitive

Seach ||~ Cleat | pasic Search ) Save Search Crieria

Find an Bxstig Value | Add a New Value

Step Action

4, The Find an Existing Value tab displays.

Enter the desired information into the Requisition ID field. Enter a previously
created valid value e.g. "0000000053".

5. Click the Search button.

Note: Once you enter the full Requisition ID above, you will be directed to the
Requisition page for that reg.

ORACLE"

Home | Workist | _Mutichamel Gonsole | _Add to Favortes | Sign out
Favorkes  Main Menu > Purchasng > Requstions > Add/Update Requstions

0 New Window [ Personalize Page 5} http
Maintain

Requisition

Business Unit: voJUD

status: soproved X
Roguision D 0000000053 Budget Status: Valid
Requisition Name: [pooooooos3 [ Hold From Further Processing
[reser — - ]
Roquestor: nei shani @ stani, et Requistton Defauts
A0 Commenss
| . [nazoiz |@Rewssierivo
‘Requisition Date: 2nanot & Requisition Activities
origin: on Qonine Document s
Curroncy Code: [uso | oolar A0 Request Document
Accounting Date: [rzrazoz 9 [ Amount Summary ]
Total Amounts 110000 USD
Pre-Encumbrance Baance: 000 USD
[ raatemsfon ] SelectLines To Dispiay
Purchasing Kit Catalog . 9 [ Retieve |
e [ @ Te [ Ql Remew
liem Search Requester fiems a at
Line
) Shemobicose S vendormomstan fombiomsion _Abues _Qonesct _Sowsig Gonos
e | o pescripion Qumity UM Category  Prie  Merchandse
1B cct Q v S @Roon | [AlQ MALEQUP | 5000000 ]
JBlccz  Q [actwpmen, 289 @20 EA v wige  1owoomwoss  Om @ EE

View Printable Version

@ Save| Q RewntoSearch ] Nolfy | Refresh (Enad) (Ebpistenisnay,
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Step Action

6. The Requisition page displays.

Click the Status tab.

ORACLE

vome | Worsst | WubGhamnelConsoe | Add o Favorkes | _Sgnout
Favories Man Menu > Purchasng > Requstions > Add/Update Requistions

0 New Window [ Personalizs Page 5} http

Maintain
Requisition
Business unit: voJUD Status: Approved x
Requisition D: 0000000053 Budget Status:  Valid
Requisiton Name: 0000000053 Hold From Further Processing
“Roquester: neilshahi @ shahi el Requisiton Defaults
E : f2nazorz Requester Info £&dd Comments
Requisiton Date: addComments
Origin: [one Online
~Currency Code: UsD Dollar 709 Request Dosument
AecountingDate: R Prmomrsmmen— ==
Total Amount 110000 USD
Pre.Encumbrance Balance: 000 USD
Select Lines To Display
Purchasing Kt Cataloa Lo Q te: o
s " [ [

= o i gzl sooved x ®E

2 B fcc2 |Q HVAC Equipment, = (2 Approved X BE
MView Prinable Version “Goto: More. 02
[ sove | 2 romioseaen ) oty | tesh | [Behs] (Btpsereri)

Step Action

7. Click the Cancel Line button for Line 1.

¢

Proceed? (10100,136)

¥es 1 No
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Step Action

8. C_:Iick the Yes button.

9. Note: The status on the line that you canceled has changed to 'Canceled’.

Click the Save button.

10. Click the Budget Check button.

Validate Budget Status ="Valid' after the budget checking process has completed.

ORACLE"

Homs | Workist | Mulichamne Console | Add to Favores | Sign out
Favortes  Man Menu > Purchasing > Requstions > Add/Update Requstions

0 New Window [ Personalizs Page 5 nttp

Maintain

Requisition

voIUD Status: Approved
0000000053 Budget Status: Valid L=
[0000000053 [ Hold From Further Processing

[neiLshani Q shani, Nei
[foram0ts  |pRequesterinto
o comme

Dollar
[ ®

000 USD

[ siaws THZ Jombiomatcn \ &atses ) | Qokac\( Sogzig Gowom ) [0
2 B [cc2 @ [HVAC Equipment, £ 20 Approved X ®E
Step Action
11. Verify that the Budget Status is Valid.
12. You have successfully completed the Canceling a Requisition Line topic.

You have learned how to:
- Cancel areq line
End of Procedure.

Lesson 3: Inquiring on Requisition Information

Lesson Overview
In this lesson, you will review how to inquire on requisition information using the Manage
Requisitions page.

Lesson Objectives
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After completing this lesson, you will be able to:

o View requisition information in GEARS
o Cross reference transactions associated with a requisition

3.1 Reviewing Requisition Information
After completing this topic, you will be able to:

e Use search criteria to find an existing requisition
e View requisition information using the Requisition inquiry page

Procedure

In this topic, you will learn how to search for a requisition and review the associated information.

Step Action

1. Begin by navigating to the Requisitions page.

Click the Purchasing link.

2. Click the Requisitions link.

3. Click the Review Requisition Information link.
Review Requisition Information

4, Click the Requisitions link.
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OrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favorites . Main Menu > Purchasng » Requstions > Review Requistion Information > Requistions
? Help
Requisition Inquiry
Business Unit: [Mpaup|a,
Requisition ID:  Tla To Req: [ a
Requisition Name: I—Q
Req Status: [ e Origin: [Ta
Requester: e
Requester Name: e
Requisition Date: [ m To: [ m
Vendor SetiD: SHARE] Vendor Lookup
Vendor ID: [ & vendorpetais Vendor Name: [ Y
Item SetiD: SHARE Item ID: A
Item Description: [Z] Direct Ship
Department: [ e
OK Cancel
Step Action
5. The Requisition Inquiry page displays.
Various fields are available in which to conduct a search for a requisition. You can
search by requisition name, by date, vendor, description, and by the ID. This page is
used to enter the criteria needed to execute the search.
6. For this example the criteria will be the Requisition ID.

Click the Look up Requisition ID (Alt+5) button.
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Look Up Requisition ID

Requisition ID: begins with = | |
Requisition Status: = -

Origin: begins with ~ Q
Requester: begins with ~

Basic Lookup

NNONNNN1GR | Annrave

Step Action

7. The Look Up Requisition ID page displays.

If you know the Requisition ID enter
Click the requisition ID link

0000000170

8. Click the OK button.
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites = Main Menu > Purchasng » Requistions > Review Requistion Information > Requistions

? Help

Requisitions

Unit Requisition Requisition Name m:‘:”"“" Requester Req Date Total Amt
------------ New Executive "
wMDJUD  OGEGGETE Ok Diracior Approved Sitar, Tammy 03/08/2013 2,695.00 USD
Search
[Z] Nty

Step Action

9. The Requisitions page displays.
The Details and the Status of the requisition can now be viewed.

Take a moment to glance over the information on the Details tab. It provides basic
information about the name of the requisition, who entered the request, the request
date, and its current status.

10. Click the 0000000170 link.
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites - Main Menu > Purchasng > Requistions > Review Requistion Information » Requistions
? Help
Line Details
Business Unit: MDJUD ReqD: 0000000170
Requester: Sitar, Tammy
Requisition Date: 0310872013 Merchandise Amount: 269500 USD
Req Status: Approved Pre-Encumbrance Balance: 58857808 uso
Personaize | Find | View A1 B | 3 Frst £ qorq 1 (|
More ' Contract
Line  Status Htem 1D Description Vendor ID Name ReqQty UOM  Merchandise Amt A'&‘:I';"'
1 Approved Cherry Wood Executive Desk 1.0000 Each 2,695.00 USD (o] =
Refum |
“ m »

Step Action

11. The Line Details of the requisition displays.

It provides the quantity, amount for each line item, line item details, and the
schedule details for the line item.

12. To view the schedule information, click the Schedule Details button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites  Main Menu > Purchasng » Requistions > Review Requistion Information » Requisitions
? Help
Schedule Details
Business Unit: MDJUD ReqID: 0000000170 Line: 1

Fersonalize | Find | View A1 B | 3 Frst Kl 4014

Price  Reqy MerCRangse Revision

Sched  Status Due Date Ship To One Time Addr

1 Active o2 2,695.00000  1.0000 269500UsD R

Ship To Comments
Retum

Step Action

13. The Schedule Details page displays

The location of where the item will ship to and the date it is due to arrive at the
location can be viewed here.

14. To view how the funds are distributed to pay for the line item,click the Distribution
Details button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Add fo Favorites | Sign oul
Favores  Main Menu > Purchasng » Requstins » Review Requistion Information > Requistions
? Help
Distribution Information
Business Unit: MDJUD ReqID: 0000000170 Line: 1 SchedNum: 1
. | 8 eest K4 0re I
) More | Assetinformation |~ Budget Information
Distrib  Status Location Req Gty M"C"a":':‘et GL Unit Eag‘:“ PCA Fund £
1.0pen 02 1.0000 269500USD  MDJUD C25 60183 0001 €
4 m b
Retm
Step Action
15. The Distribution Details page displays.

The Details tab displays the funding information (i.e., PCA, Account and other
Chartfield information) for the requisition line item.

16. Brief and general information, such as: Status, requisition quantity, and merchandise
amount base, can be found in the More tab.

17. Asset Management information such as the asset Profile ID and tag number (if
applicable) display on the Asset Information tab.

18. Review the date that the transaction was posted to the budget ledgers and view the
requisition pre-encumbrance balance for the distribution line on the Budget
Information tab.

19. When you are done viewing the details of the Distribution Information page, click
the Return button.

20. The Schedule Details page displays.

Click the Return button again to return to the Line Details page.
21. Comments are sometimes entered with the line item. To confirm if comments were

entered for a specific line item, click the Line Comments button.

E
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites  Main Menu > Purchasng » Requistions > Review Requistion Information » Requisitions
? Help
Line Comments

Business Unit: MDJUD Req ID: 0000000170 Line: 1
Retrieve Active Comments Oniy Refrieve
*Sort Method: Comment Time Stamp - “Sort Sequence: Ascending - Sort
Comments. Find | View Al First Kl 1001 O Last
Comment Status: Active i aeliveing) kN
Send to Vendor Shown at Receipt
‘Shown at Voucher Approval Justification
Associated Document
Attachment: Atach Viey Email
OK || Cancel |

Step Action

22. The Line Comments page displays.

You can view comments OR attachments that have been added to the requisition.

23. Click the OK button to return to the Line Details page.
0K

24. Click the Return button to return to the Requisitions page.

25. To view the status information related to the requisition click the Status tab.
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Home | Workist | MubiChannelConsole | AddtoFavorites | Signout
Favorites = Main Menu > Purchasing > Reguistions > Review Requistion Information > Reguisitions

I NewWindow ? Help [# Personalize Page Bl htp
Requisitions

=

Personaize | Find | View A | | B pd
& Direct Ship
Unit Requisition Requisition Name: u:::“" OnRFQ OnPO  from Received OnMSR OnVoucher Procurement
Vendor
New Executive Track . : =
MDJUD 0000000170 o Diraclor Baten |QLRFQ OnPO | DirectShip | Received | OnMSR | On Voucher B B
Search
(=] oty |

i

Step

Action

26.

Review the information displayed.

When done, click the Approval Status button to view approval information.

O
Home | Workist | MubiChannelConsole | AddtoFavorites | Signout
Favorites = Main Menu > Purchasing > Reguistions > Review Requistion Information > Reguisitions
ENewWindow ? Help [ Personalize Page 8} hip
Approval Status
Origin: Online
Approved By: danyelle.reid
Date of Approval: 03/08/2013
|- oK | cancel |

.

Page 41



Training Guide {3@ GEARS

PO230 General Enterprise And Resource Support

Step Action

217. Review the approver and the date of approval for the requisition.

After reviewing the information, click the OK button.

ORA
Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out
Favorites = Main Menu > Purchasing > Reguistions » Review Requisition Information > Requistions

I New Window ? Help [ Personalize Page & htp

Requisitions

qInqu

=]

& Direct Ship Use
Unit Requisition Requisition Name: Or:::“' OnRFQ OnPO  from Received OnMSR OnVoucher Procurement
Vendor
New Executive Track y =
MDJUD 0000000170 e Guten, |OURFQ ONPO  Direct Ship | Received | On WSR | On Voucher B B
Search
Notify

<[ . | 3

Step Action

28. The Requisitions page displays.

To search for another requisition to review, click the Search link.

29. You have successfully completed the Reviewing Requisition Information (Manage
Requisitions Page) topic.

You have learned to:

- search for a requisition

- review the information associated to the requisition
End of Procedure.
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Course Summary

SN

Y
Congratulations!

You have successfully completed the PO230 Creating and Managing Requisitions in Purchasing
course. In this course, you have learned how to:

Verify funds availability

Enter requisitions for goods and services

Commit funds to purchase by performing budget checking

Monitor and manage budget exceptions

Submit a requisition for approval

Review requisition and related transaction information (i.e., purchase orders, receipts,
vouchers, payments)

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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